Department of Insurance, Securities and Banking

Recruitment application process

DISB - Recruitment application process
Our interview and selection process is designed to help you and us decide whether joining the
Department of Insurance, Securities and Banking (DISB) is the right move for your career. We assess
your suitability for our positions through a combination of structured interviews using competency-
based questions, case studies and role plays. It is a rigorous but fair approach that helps us to identify
the best talent.
What do we look for throughout our recruitment process?
* People with the right knowledge, skills and experience for the job.
* People who can clearly demonstrate how their achievements apply to the job.
* People who are keen to learn and develop.
* People with the right qualifications for the job — in their education and any relevant professional field.
* People who can demonstrate our core competencies — SEE BELOW
* People who can demonstrate why they want to join DISB and take on that particular role.
* People who want to make a difference by creating better outcomes for consumers and
financial markets.
What should I include in my application?
To make it easier for us to assess your application you can take a few simple steps when applying online:
¢ Complete all questions and screens of the online application, including your personal information
(except the diversity fields, which are optional) and be sure to include your full name and
contact details.
¢ Your resume should accurately reflect your academic qualifications, employment history and
achievements and accomplishments at work or when studying. Make it easy to read, with no gaps.

¢ Complete the ranking factor questions, ensuring your answers relate to the skills and



competencies detailed in the position advertised. We also want to see concise, important details on
your specific accomplishments and the impact your efforts had on your previous employment.
Who will interview me?

This depends on the position. However, you can expect to be interviewed by a combination of
Managers and Specialists from the business area you are applying for.

How should | prepare for the interview?

Think about how your experience matches the role and how it would help you stand out.
Understand what motivates you and what you need to succeed. And find out about us — how we
regulate our statutory objectives, and our current successes and challenges. For latest press releases,
or reports see our website at DISB

Do you have any interviewing tips?

¢ Know what interests you about DISB, why you have applied and why you are suitable for the role.

* Familiarize yourself with DISB and how we operate, including our statutory objectives — visit our

website at DISB

* Familiarize yourself with the job description you are interested in and align your skills and experience
accordingly.

¢ Ensure you can substantiate anything your resume says as you may be asked about it.

» Refer to our guide on competency-based interviews at the back of this pack.

How will | be assessed?

Where appropriate, your technical abilities will be assessed either online or in person, using a

format appropriate for your area of expertise. We believe this type of selection process gives us a

fully rounded view of your capabilities. We have eight core competencies and the interviewers will look

to understand more about the competencies that are most relevant to the new role. There’ll be other

questions as well, but the competencies will be the core of the interview.


http://disb.dc.gov/
http://disb.dc.gov/

1. Corporate citizenship/organizational ethics — Considers the overall needs of DISB, as well as

own interests and acts within common courtesy and demonstrates respect to all colleagues.

Ensuring compliance with the intent of policies, procedures and agreements. Behaves professionally
ensuring the protection of DISB.

2. Decision making and action oriented — Makes timely and appropriate judgments based on
accurate analysis and experience, driving toward clearly identified outcomes while assessing risks. Uses
sound judgment even in conditions of uncertainty.

3. Collaboration and teamwork — Works actively with others to achieve targets and objectives.
Accomplishes own tasks in support of team goals and proactively offers to help colleagues.

Supports group decisions. Seeks and provides feedback in a constructive way at all levels.

4. Communicating clearly — Makes an immediate and long lasting positive impression on others.

Has presence and comes across with credibility. Shows confidence in self and others. Has a positive
impact.

5. Internal and external stakeholder management — Uses interpersonal styles to create and sustain
effective relationships with business partners (e.g. banks, firms, industry groups), and

colleagues. Is open to approaches that meet mutual goals.

6. Personal accountability — Takes proactive responsibility for own work and resources including
taking action, making decisions and proactively seeking opportunities by considering both current and
future possibilities. Builds others' trust in own professionalism, integrity, expertise and ability to get
results. Takes responsibility for own learning by proactively seeking opportunities for learning.

7. Business expertise — Understands DISB business principles and language, including the fundamentals
of external markets and industry. Uses this understanding to achieve results and to increase the

performance of DISB. Considers the impact and consequences of actions on the wider business context.



8. Flexibility/adaptability — Responds positively to change and is open to new ideas, assignments

and approaches. Maintains effectiveness when confronted with new work situations or the uncertainty
and ambiguity that come with change.

What happens after the interview?

You will be electronically notified as soon as possible after your interview. If you're successful in the
interview and selection process, we’ll make you a tentative job offer. At the time we make you the
offer, we will need to carry out reference and background checks. Once these are clear, we will issue

a written offer and start to seek references looking back at the last five years of your career. Once all of
our paperwork is complete, we will then be able to confirm your start date in line with the notice period
that was agreed to when we made the verbal offer. Your contact within the Human Resources office is
there to answer any questions you may have.

What is it like to work at the DISB?

We aim to attract a wide range of people who aspire to work for us. You may be working in the
industry, have a public policy background or be an experienced professional from another discipline.
Your work at DISB is structured to give you an opportunity to make a difference. The issues that

we typically handle are varied, challenging and fulfilling. You will go through an Entry on Duty to
welcome you, and after we have made you comfortable, you will receive training that will equip you

to be confident in your role. Regular feedback on your progress and development is important to us
and is designed to help your development with us. We are writing the regulatory agenda and we want
you to be part of it and be ready to work hard to achieve that with us.

What about reward and benefits?

With your work comes reward. Our success depends on the quality and performance of our staff.

We want to ensure that we attract and retain the right people by offering a competitive “total reward”
package. Some of the rewards that you can expect can be found on DCHR'’s

website at DCHR REWARDS & BENEFITS.



http://www.dchr.dc.gov/dcop/cwp/view,a,1220,q,529917,dcopNav,%7C31656%7C.asp

We wish you good luck with your application and thank you for your interest in DISB. We are always
seeking to improve our recruitment process, and feedback is always appreciated. Please feel free to
share your thoughts with the Human Resource office.

Supervisor induction program (for supervisors only)

In a predominantly knowledge-based organization, there is a lot for any new starter to learn. Because of
this, we ask all successful applicants for supervisory positions to attend regular training classes, designed
to help develop the knowledge and skills that will enable you to make an immediate, professional and
valued contribution to our regulatory objectives.

Competency-based interview: Tips and advice

What is a competency-based interview?

e Competency-based interviews are based on the premise that past behavior predicts future

behavior. Candidates are asked questions about how they have actually behaved in past, job related
situations.

¢ In developing competency-based interviews, the role/job is firstly thoroughly analyzed. This

identifies the competencies (skills and behaviors) required for the role. Questions are developed from
this, each targeting a specific competency, such as collaboration and teamwork.

¢ During the interview all candidates are asked the same opening questions to ensure consistency
across interviews. The interviewer will then ask probing questions to follow-up candidate’s responses.
Notes are taken during the interview in order to assess the candidate’s performance once the interview
has finished. Candidate’s responses are marked against a pre-defined rating scale to ensure consistency
across interviews.

Before the interview: preparation is key

e List all the skills and behaviors required for the role. Ask for details of the competencies to be
assessed. If the competencies are not provided, review the job description. This will highlight the

job’s duties and responsibilities. Use this to identify the skills and behaviors that are required



for the role and are therefore likely to be assessed.

¢ For each competency think of specific examples of situations in which you have demonstrated
these skills and behaviors. Have these examples in your mind during the interview, so that you
are able to refer to these when relevant.

I”

* However, avoid preparing “model” answers for a competency as this may cause you to provide
responses that do not completely answer the specific question being asked.

During the interview: top tips when responding

¢ Do not feel that you have to immediately jump into responding to a question. For example,
you can say to the interviewer, “Please, can | take a moment to gather my thoughts.” Take a
moment to think of a specific example that would best demonstrate your capabilities.

¢ Ensure that you listen carefully and fully understand the question and what is required

before responding.

* The interviewer is interested in you and your suitability for the role. When providing an example
it is therefore important to demonstrate what you personally did in that situation. For example, if
describing an example of working as part of a team, the interviewer is less interested in what the
team as a whole did, and more interested in the actions you personally took as part of that team.
¢ Use genuine examples and be prepared to have your examples explored in more depth.

* Be specific in your responses. Provide examples of specific situations to demonstrate the
behaviors required. In addition, when responding to the probing questions, ensure you are
specific in your response. This will help to ensure the authenticity of your responses.

¢ Avoid responding in general terms. The assessor is not as interested in what you tend to do or
what you might do, but more interested in what you actually did.

 Provide clear, concise and informative responses. Provide enough detail so the interviewer
understands the example and so that you are able to demonstrate your ability in that area, but

not too much that your key messages are lost.



A useful model to use for interviews

¢ Using the STAR model may help you when preparing for your interview. It is also useful to
keep in mind when responding to questions, as it provides a logical structure to your answer.
* The STAR model describes the following:

e Situation: the context of your example.

e Task: what you had to do.

e Action: what you did, how you did it and why.
e Result: the outcome.

* When responding to a question using the STAR model, the action step is particularly important.
This is where you will need to demonstrate your skills and capabilities. It is therefore important
to focus the majority of your response on this part.

¢ However, it is also important that you make the outcome clear, so that the assessors can see the

impact and effectiveness of your actions.



